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description
Rules of Procedure document the practices that govern the business of a Plan Commission and Board of Zoning Appeals.  
These rules should relate to other documents of the community such as the comprehensive plan, zoning ordinance, and 
subdivision control ordinance.  The purpose of Rules of Procedure is to provide clear and consistent policies regarding 
applications, forms, meetings, and notice.  

Rules of Procedure are enabled by Indiana Code to allow Plan Commissions and Boards of Zoning Appeals to establish 
their own rules for conducting business.  The laws governing the duties of the Plan Commission and Board of Zoning Ap-
peals differ somewhat.   IC 36-7-4-401 generally states that each Plan Commission must:

(1) Stipulate consistent rules germane to hearings and examinations;
(2) Maintain a comprehensive record of all commission activities;
(3)	 Document	and	keep	all	files	of	the	Plan	Commission;
(4) Prepare, create, and issue reports, and ordinances relating to Plan Commission matters;
(5) Create and approve a seal;
(6)	 Endorse	all	official	acts;
(7) Oversee monetary issues of both the Commission and planning department; and 
(8) Compose an annual budget for approval by legislative body.

According to IC 36-7-4-916, the Board of Zoning Appeals has similar duties.  They may adopt rules regarding certain is-
sues:

(1)	 Stipulations	regarding	application	filing;
(2) Applications for variances, special exceptions, special uses, contingent uses and conditional uses;
(3) Public notice obligations;
(4) Organization of meetings and hearings;

However,	these	Rules	of	Procedure	must	not	conflict	with	the	zoning	ordinance.

Additional components may be included in the Rules of Procedure such as meeting dates, locations, and time limits 
and/or meeting etiquette.  All these rules should be compiled in an easy to read document that is available to the general 
public.  

General Components:
Rules of Procedure will differ between communities and between the Plan Commission and Board of Zoning Appeals 
within a community.  The zoning ordinance of a community generally states the duties and powers of the Plan Commis-
sion and Board of Zoning Appeals.  However, the details regarding board composition, meeting dates, meeting etiquette, 
etc. should be included in the Rules of Procedure to allow easy editing without having to go through the zoning ordinance 
amendment process.  

Below are lists of common components of Rules of Procedure for Plan Commissions and Boards of Zoning Appeals.
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Plan Commission Rules of Procedure:
• General Statement:  This section states that the rules are adopted by the Plan Commission and that they regulate 

the conduct of Plan Commission activities.
• Powers of the Board:  This section states the responsibilities of the Plan Commission and the powers and duties 

that the State assigns the Plan Commission to carry out.
• Meetings:  This section describes the type and purpose of all meetings that may be held.  Meeting times and loca-

tions may be established.
• Membership:  This section relates directly to the Indiana Code stipulations of membership requirements, appoint-

ments, elections, terms, duties, and conduct.  
• Filing Procedures:  This section establishes how the applicants will be placed on meeting agendas and heard.  

Items to consider include staff reports, public notices, time periods, format of applications, etc.
• Conduct of Meetings:  This section stipulates the quorum, keeping of minutes, applicant presentation, rebuttals, 

board comment/recommendations, agendas, voting, etc.
• Amending Rules of Procedures:  This section determines how these Rules of Procedures are to be changed and 

amended as issues arise and business conduct changes.

Board of Zoning Appeals Rules of Procedure:
• General Statement:  This section states that the rules are adopted by the Board of Zoning Appeals and that they 

regulate the conduct of Board activities.
• Powers of the Board:  This section states the duties of the Board of Zoning Appeals and powers granted by Indi-

ana Code: variances, special exemptions, and appeal of decision of the planning staff.
• Meetings:   This section describes the type and purpose of all meetings that may be held.  Regular meeting times 

and locations may be established.
• Membership:  This section should provide rules for who can be appointed, terms of service, who presides over the 

board,	reelection	procedures,	duties	of	officers	and	staff,	and	conflict	of	interest	guidelines.
•	 Filing	Procedures:		This	section	determines	how	applicants	must	file	for	variances,	special	uses,	etc.	and	estab-

lishes rules and policies regarding public notice.  Formats for staff reports and recommendations regarding each 
type	of	filing	should	also	be	provided.

• Conduct of Meetings:  This section stipulates the quorum, keeping of minutes, applicant presentation, rebuttals, 
board comment/recommendations, agendas, voting, etc.

• Amending Rules of Procedures:  This section determines how these Rules of Procedures are to be changed and 
amended as issues arise and business conduct changes.  A severability clause may be included to protect all 
rules if some are found to be void.  

How to Adopt and Amend the Rules of Procedure
Although writing and adopting Rules of Procedure is much easier and less complicated than writing a zoning ordinance, 
the Plan Commission and Board of Zoning Appeals should still seek help and legal review to ensure the Rules are sound 
and effective.  Rules of Procedure documents should be discussed at an appropriate meeting and proposed for adoption.  
The Rules of Procedure are adopted by a motion of the Plan Commission or Board of Zoning Appeals and a vote.

relevant statutes
• IC 36-7-4-401
• IC 36-7-4-207
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capacity recommendations
Rules of Procedures are only important and useful when a Plan Commission and a Board of Zoning Appeals are already 
in place.  Every Plan Commission and Board of Zoning Appeals should be educated on and follow the adopted Rules of 
Procedure.

guidelines / considerations for Implementation
• Rules of Procedure should not be included as part of the ordinance that establishes the Plan Commission and/or 

the Board of Zoning Appeals.  They should, however, be adopted at the same time or soon afterwards to guide 
the business of the boards in a professional manner.

• Communities must be careful to follow the statutory rules established for the formation and administration of Rules 
of Procedure.  Failing to do so can jeopardize the legality of decisions made by the Plan Commission and Board 
of Zoning Appeals.

example ordinances
• Bloomington, IN – Plan Commission Rules of Procedure: This is an example of a city advisory Plan Commis-

sion Rules of Procedure.  [http://bloomington.in.gov/egov/docs/1175528921_10056.pdf]
• Madison County, IN – Plan Commission Rules of Procedure:  This example shows the Rules of Procedure 

for a county Advisory Plan Commission.  [http://madisoncountyindiana.org/planningdepartment/docs/mcpc_
rules_and_procedures.pdf]

• Tippecanoe County, IN – Plan Commission Bylaws (Rules of Procedure): This is an example of Rules of Pro-
cedure for a county Area Plan Commission.  [http://www.tippecanoe.in.gov/egov/docs/1167754988_292938.
pdf]

• Plainfield, IN – Board of Zoning Appeals Rules of Procedure:  This is an example of a town Board of Zoning 
Appeals Rules of Procedure.  [http://townofplainfield.com/files/documents/ordinances/Rules-BZA.pdf]

• Fulton County, IN  - Board of Zoning Appeals Rules of Procedure: This is an example of Rules of Procedure 
for a county Board of Zoning Appeals under advisory planning law, Rules & Procedures - [Fulton County.doc]

• Tippecanoe County, IN – Board of Zoning Appeals Bylaws (Rules of Procedure): This is an example of 
Rules of Procedure for a Board of Zoning Appeals under area planning law.  [http://www.tippecanoe.in.gov/
egov/docs/1102388041_98266.pdf]

example studies
No example studies are available for this tool.

Helpful references and Links
• Indiana Citizen Planner’s Guide – Part 5: Rules of Procedure:  This resource published by the Indiana Plan-

ning Association describes common Rules of Procedure for Plan Commissions and Board of Zoning Appeals.  
It states why they are necessary, common components, and basic descriptions of their purpose.  [http://www.
indianaplanning.org/Citizen/5_RulesOfProcedure_2005.pdf]

• Robert’s Rules of Order:  This is a commonly used reference used by communities to formulate their rules and 
procedures.		Many	communities	find	Roberts	Rules	of	Order	too	complicated	to	use	and	failure	of	a	Board	to	fol-
low adopted Rules of procedure can have legal implications.  [http://www.rulesonline.com/]
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Helpful contacts
• Center for Urban Policy and the Environment – As part of the School of Public and Environmental Affairs at IUPUI, 

this organization can assist in a variety of planning related matters.

334 N. Senate Avenue,
Suite 300
Indianapolis, IN 46204
Tel: 317-261-3000
Fax: 317-261-3050
urbanctr@iupui.edu
http://www.urbancenter.iupui.edu/AboutTheCenter/

• Purdue Cooperative Extension Service: Community Development Division 

Sam Cordes
Purdue University
1201 West State Street 
West Lafayette, IN 47907-2057

Phone: 765-494-7273
Toll Free: 877-882-PCRD (7273) 
Fax: 765-494-9870
smcordes@purdue.edu

other Possible Funding sources
No	other	funding	sources	have	been	identified	for	this	tool.

Program objectives and Issues addressed
• Building planning capacity
• Code/ policy enforcement
• Regulatory issues
• Zoning ordinance
• Subdivision control
• Development plan approval

see also
• Advisory/ Area Plan Commission
• Board of Zoning Appeals


